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1. Personnel Policles

H. Beparation
(W It is the policy of the Central Intelligence Agency to retain competent
f personnel on the basie of merit without discrimination regarding fa-
voritism, marital status, sex, race, color, religion, or external
pressure. Bince there are varying circumstances requiring separa-
tion action, the development and implementation of this general
policy is conditioned upon the type of separstlon action being

teken . *
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# Detailed statements of policy and procedure for each type of separstion

action will be published at later dates.
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{2) Reduction in force

25X1A

It 1s the policy of the Central Intelligence Agency to endeavor to
establish conditions conduwive to stable employment. If, however,
it becomes necessary to reduce the staff, it is the policy to conduct
the reduction in & menner feir and equiteble to all personnel con-
cerned, subject to the mandatory requirements of the Vetersns' Pref-
srence Act of 194k, as anended.
(3) Termination "in the interests of national security”
Termination when necessary or sdvissble "in the interests of national
security” under the proviaions of sub-paragreph {c), Section 102,
National Securlty Act of 1047 is provided for in CIA B.egulatiom
Termination a8 8 result of security violation as provided in CIA
25X1A Regulation llviiy ve processed as separmtion "in the interests of
national security.”
(4) Separation as & result of unfavorable determination by the Loyalty
Review Board is provided for in CIA Regulation|J 25X1A
{5) Sepsration for unsatisfectory performence
{a) Policy
It is essantisl that each member of the Agency contribute his full
share toward the accomplishment of the Agency's mission. Prompt
action must be taken to release those individuals who are undesirsble
or whose performence is unsatisfactory when there is no reasonable
prospect of bringing about adequate improvement through less

drastic administretive or supervisory action.
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Personnel vho have completed the probationary period will not be

separated involuntarily {except for reduction in force, security
ressons, for cause--misconduct, delinquency, etc.) unless there
¥ is & prior notice informing the person concerned in what respect
| his services were ungatisfactory and unless he has heen given &
reagonable opportunity to improve or to correct objectionable
tralts.
Personngl need assurance against adverse actlon baged on arbitrary,
uninformed decisions. HNach member of the Agency represents a
sisable investment in time, money and humen effort. Therefore, it
is important that personnel be carefully evaluated in order to
eliminate those who manifest an inability to meet requirements.
b, Responsibilities and Authorities
{1) Bupervisory Responsibility
Bupervisors bear primary responsibility for determining the
adsquacy of performance and conduct of permnhcl under their
supervision and for initiating corrective action where nec-
essery. Such corrective action may be in the form of closer
supervision, on-the-job training, admonitions or wernings
and reprimands., There msy be some instances in which e
conscientious worker 1s in & Job beyond his actusl or poten-
tisl capacity. In such instances, the individusl should be
reassigned to duties commensurate with his skill. If resssign-
ment is not practicable, he may be seperated. When corrective
action reguiree a personnel actlon, transfer, demotion, or
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Separation, supervisors aré responsible for recommending sppro-

25X1A

priate action to the Personmel Office » together with full sup-
vorting reasons. While the ultimate authority for teking
personnel actions rests with the Personnel 0ffice » this fact
does not relieve the operating office of the responsibility
for discipline and proper menagement of personnel.

{2) Personnel Office Resmn#ihility
The Personnel Office 1s responsible for rendering advice and
assistance st all supervisory levels on matters pertaining to
personnel of the Agency, for reviewing proposals affecting
individuals, and sssuring that they conform to prescribed regu-
latory and procedural requirements snd are not arbitrary and
unreasoneble, and for approving or recommending to higher
authority final ection to be taken. In any instence in which
edverse action 18 necessary, the Personnel Director or his
designee will, with the aseistance of the supervisor, prepare
the advance notice or statement of charges for the supervisor's
signature and will bear Jjoint respousibility with the super-
visor in determining the adequacy of any answver by the indi-
?idtw.lla.f’facted as to why a proposed action should not be
teken.
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Procedure for Separation for Unsatisfactory Performance
A. Procedures for Separation during Probationary Period
The probationary or trisl period should be fully utilived as a final ex-
saining and weeding out period to determine the capacity of new personnel.
Performance evaluations prepared during the probationary period should
show in detsll the individusl's performance, progress and growth poten-
tial. The Personnel Director or his designee will review such evaeluation
reports and, when an individual'es performance is not satisfactory, itake
immediete action with the supervisor to work out e remediel progrenm for
the individual or to reesaign or separate him. BSeparation action mey be
taken upon two week's advance notice in writing by the Personnel Office
of such action. Probationery employees do not have the right of appeal
on such sctions.
3. Procedure for Separation subsequengbz to Prbbatiemry Period
1. B8upervisor's Recommendation
¥hen the supervisor's efforis to bring sbout a more satlisfactory
performence by the individual sre ummﬂ.ing, and less drastic
s&ction is not posalble or desir{%}?:_te, the aupervisor will initiate
separation action. He vwill take such action, hovever, only after
he has notified the employee in writing wherein he has failed to
perform edequately and has given the employee a reasonable time
in vhich to demonstrate hie ability to perform satlsfuctorily.
Thesupervisor's recommendation for separetion action shall con-
tain pertinent facts concerning the individual's unsastisfactory
performance with a statement swmsrizing supervisory efforts to

bring sbout improvements.
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{2) Persomnel Office Action on Recommendation

Upon receipt of such a recommendation, the Personnel Director or his
designee will conduct a review to develop any sdditional facts perti-
pent to an appropriate decision.

N 1_4{3) Processing the Separation Action

, If the Personnel Director or his designee determines that separation

action is appropriste or that demotion or other less drastic adminis-
trative action should be teken, it will prepare for signature by the
appropriafe supervisor & notice to the individual affected of the
proposed sctlon, This notice shall contain the following informetion:

{a) A statement of the action proposed as well as the effectlive
dnte thereof (30 days from the individual‘'s receipt of the
letter).

{b} A statement, specific and in detail, showing the reasons for the
proposed action and including a review of the sdministrative and
supervigory actions which have bsen taken to correct the situa-
tion.

(c} A statement informing the individual thet if he wishes to reply
he muet do so within ten calendar days orelly or in writing;
that his reply will be given full consideration before a de-
cision is remched; and that he will be notified of the decision
within 10 days after his reply is received. In sddition, he will
be informed that he msy present his answer orally before an ed-
visory committee.

{4) Presentation of Individual's Reply before an Advisory Committee

The Personnel Office will promptly arrange for presentation of an

oral reply to an advisory committee upon the individusl's request.
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The Asslstant Director (Personnel) will appoint & committee

{a) Meubership of Advisory Cammittee

of three reaponsible end impartisl) Central Intelligence
Agency officiels who are not members of the 0ffice to which
the individusl iz agsigned. The Personnel Director or his
designated representative will serve as non-votng chairman.
(b} A4ssistance to the Committee
The comnittee may secure the technical advice and guidance
of appropriate speclalists.
{c) WVitnesses
The in&ividual has the right of req#esting the eppearance of
other Agency employees before the committes to assist in
gupporting his reply.
{5) Final Actiom
After considering the individual's reply and the recommendations
of the advisory commlittee, 1f applicable, the Offlce concerned
vill recommend action to the Perscannel Director or his designee
wbo will mske the finel decision as to the actlion to be taken.
The Personnel Offiece will notify the individusl in writing,
glving the reasons for the decision and stating, 1f applicable,
the effective date of the action/
(6) Appeal to the U. 8. Civil Service Comnission
If sdverse sction 1s to be taken on an individual sligible for
prefarence under the Veteran's Preference Act his final notice
will include & stastement informing him of his right to appesl
to the U. 8. Civil Service Commission within ten caldmdar days

of receipt of such notice.
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